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CHAPTER 1
GENERAL

1-1. HI STORY. This issue publishes a revision of this
publication. Because the publication has been extensively
revi sed, the changed portions have not been highlighted.

1-2. PURPOSE. The purpose of this regulation is to provide
procedural instructions for use by designated activities in
subm tting purchase requests to the U.S. Arny Medical Command
Health Care Acquisition Activity, Pacific Regional Contracting
O fice (PRCO, herein referred to as PRCO, for acquisition of
requi red supplies and services which have been authorized for

| ocal purchase utilizing appropriated funds.

1-3. REFERNCES.
a. Federal Acquisition Regulation (FAR)
b. DoD Federal Acquisition Regulation Suppl enent (DFARS)

c. Arny Federal Acquisition Regulation Supplenent
( AFARS)

d. MEDCOM Acquisition Instructions (MAI) 715-1
e. DoD 5500.7-R, Joint Ethics Regul ation
f. AR 40-61, Medical Logistics Policies and Procedures
g. MEDCOM Suppl enment to AR 40-61
1-2. APPLICABILITY. This regulation applies to all U S. Arny
Medi cal Conmand activities, including tenant and satellite,

whi ch obtain appropriated fund acquisition support fromthe
PRCO



1-3. EMERGENCY CONTRACTI NG SUPPORT.

a. Enmergency purchase requests shall not be used in place
of timely planning and resupply. When urgency of need is the
prime factor, the required delivery date will be governed by
when the supplies or services are needed to remedy the
energency or priority situation. Under these circunstances,
consideration will be given to paynent of prem um prices for
accel erated delivery. Requests for supplies with accel erated
delivery schedul es nust be assigned a Uniform Materi el
Movenent |ssue Priority Systemrating of 06 (Priority) or 03
(Emergency) by the Accountable O ficer.

b. Normal Duty Hours. Enmergency or priority purchase
requests will be handcarried or faxed by the requisitioner
t hrough established channels to the PRCO. Requests will be
st anped "Enmergency", be signed by the Chief of the initiating
departnment (or designated representative),contain a witten
justification as to why priority action is required, and rnust
specify the specific cal endar date when the supply or service
is required.

c. After Duty Hours. Energency situations which arise
duri ng nonduty hours and which require contractual action
prior to the next duty day will be referred to the
Adm nistrative Oficer of the Day (AOD). The AOD has been
furnished with a list of contracting personnel to contact.

1-4. DEFI NI TI ONS.

a. Blanket Purchase Agreenment (BPA). A sinplified nethod
of filling anticipated repetitive needs for small quantities
of
supplies or services by establishing BPAs (charge accounts)
with qualified sources of supply, which provide for oral calls
and once-a-nmonth billing.

b. Bl anket Purchase Agreenment Caller. An individual
authorized in witing by a contracting officer to place calls
agai nst a BPA established by the PRCO

c. Brand Nane Product. A commercial product described by
brand name, nake nodel, number, or other appropriate
nomencl ature by which such product is offered for sale to the
public by the particul ar manufacturer, producer, or
di stri butor.



d. Commander, Healthcare Acquisition Activity. Located
at Fort Sam Houston, Texas and has conmand and control over
all regional contracting offices and the MEDCOM centr al
contracting center. Wirks directly for the Head of the
Contracting Activity (HCA).

e. Contracting. The acquisition, rental, |eases, or
ot herwi se aut hori zed nmeans of obtaining supplies, and
servi ces.

f. Contracting Officer. A United States citizen (mlitary
or civilian) appointed by the Health Care Acquisition
Activity, Principal Assistant Responsible for Contracting, who
has the authority to enter into and adm nister contracts and
make determ nations and findings with respect thereto.

g. Contracting Oficer's Representative (COR). A U S.
citizen (mlitary or civilian) assigned to a requiring
activity who has been appointed by the contracting officer to
act as his representative in adm nistering a contract, subject
to the authority and limtations reflected in the letter of
appoi nt nent .

h. Emergency Purchase. An acquisition in support of a
conpel ling and unusual ly urgent requirement where the
governnment woul d be seriously injured, financially or
otherwise, if the supplies, services, or construction are not
provi ded by a specified date.

i. Exchange (trade-in) Property. Property not in excess
of the needs of the owni ng Departnment of Defense (DOD)
conponent, but eligible for replacenent because of
obsol escence, unserviceability, or other valid reason, that is
exchanged and applied as whole or partial paynent all owance
toward the acquisition of same generic itens.

. Head of Contracting Activity. Director of Operations
& Plans, United States Arny Medi cal Command, Fort Sam Houst on,
TX.

k. Informal/Unauthorized Conmitnment. Action taken by an
unaut hori zed individual to commt the U S. Governnent for the
purchase of supplies, equipnment, or services, which results in
an unaut horized commtment. This type action could result in
a violation of the Anti-Deficiency Act, Title 31, United
States Code 1341(a), as defined in AR 37-1.

. Justification and Approval. A written docunment
justifying and obtaining approval for using other than full
and open conpetition in soliciting offers and awardi ng a
contract.



m Local Purchase. The authorized acquisition of
supplies, services, and construction by an installation for
its own use or the use of activities logistically supported by
the installation. Local purchase is not linmted to the
i mmedi at e geographical area in which the contracting
installation is |ocated.

n. Local Purchase Authority. Authorities for |ocal
purchase are contained in various regulations. For exanple,
AR 710-2 provi des guidance to accountabl e property book
of ficers concerning | ocal purchase authority for supplies and
equi pmrent. All purchase requests submtted to the PRCO nust
have | ocal purchase authority and each request nust be
annotated to reflect that authority. The authority cited for
a service nust specifically all ow perfornmance by contract.

0. Odering Oficer. An individual (mlitary or
civilian) who has been appointed in witing by the Chief,
PRCO, and is granted limted specific authority to place
orders against contracts entered into by others or to effect
m nor acquisition actions as set forth in the letter of
appoi nt nent .

p. Principal Assistant Responsible for Contracting. The
senior staff official of the contracting function within the
contracting activity. Reports directly to the Head of the
Contracting Activity (HCA). As the technical expert for the
HCA perforns all functions assigned or del egated by the HCA
and responsi ble for technical training, certification, and
oversi ght of contracting personnel and actions within the
contracting activity.

g. Purchase Request. A request for acquisition of
supplies or services initiated by the requiring activity using
aut horized forns, citing | ocal purchase authority, evidencing
necessary approvals, and reflecting the availability and
comm t ment of funds.

r. Requiring Activity. An organization, activity, or
unit, assigned or attached to U S. Army Medical Conmand,
responsi ble for initiating purchase requests for acquisition
of supplies or services pursuant to pertinent directives,
approved programs and projects, or other conpetent authority.

s. Service. Requirenent which calls directly for a
contractor's time and effort rather than for a concrete end
product. Services are further classified as personal and non-
personal. Differentiation between personal and non-personal
services usually requires an in-depth exam nation of all

Aspects of the proposed statenment of work or a review of how
the contract is being adni nistered.



(1) Personal Services. Services in which the
contractor or his/her enployees are in effect enployees of the
Gover nnment .

(2) Non-personal Services. Service in which the
contractor or his/her enployees maintain a separate identity.
This determ nation is based upon the supervision afforded
during contract performance and contract adm nistration
pr ovi si ons.

t. Sinplified Acquisition Procedures. Sinplified
procedures for the acquisition of supplies and services, the
aggregat e anount of which does not exceed $100, 000 per
transaction, using purchase orders, and BPAs.

u. Standard Army Automated Contracting System ( SAACONS) .
The Arny's automated system for record keeping, reporting and
generation of contractual docunents.

v. Standard Procurenent System (SPS). The Department of
Def ense’ s aut omat ed system for record keeping, reporting and
generation of contractual docunents.

w. Supplies. All types of tangible property exclusive of
real property, i.e., real estate, land or facilities.
| ncl uded are expendabl es, repair parts, consumables and
equi prment .

X. Supply Activity. This term when used herein, applies
only to the Logistics Division, Dw ght David Ei senhower Arny
Medi cal Center.

y. Warranty. A promise or affirmation given by a seller
to a purchaser regarding the nature, useful ness, or condition
of the supplies, construction, or services to be furnished.



CHAPTER 2
CONTRACTI NG AUTHORI TY AND STANDARDS OF CONDUCT
2-1. CONTRACTI NG AUTHORI TY AND RESPONSI BI LI TI ES

a. Contracting officers have authority to enter into,
adm ni ster, or term nate contracts and nmake rel ated
determ nations and findings. Contracting officers nmay bind
the Governnent only to the extent of the authority del egated
to them

b. No contract shall be entered into unless the
contracting officer ensures that all requirements of |aw,
executive orders, regulations, and all other applicable
procedures, including clearances and approvals, have been net.

c. Contracting officers are responsible for ensuring
performance of all necessary actions for effective
contracting, ensuring conpliance with the terns of the
contract, and safeguarding the interests of the United States
inits contractual relationships.

d. The Chief of the PRCO nay appoint ordering officers
when it is in the best interest of the Government and the
contracting office.

2-2. STANDARDS OF CONDUCT

a. Standards of conduct for Departnent of the Arny
personnel directly or indirectly involved in contracting or
related activities are set forth in DOD 5500.7-R, The Joint
Et hi cs Regul ation. This regul ati on nmust be revi ewed seni -
annually by all personnel involved in the contracting process
such as contracting office personnel and those who:

(1) Determ ne requirenments and prepare descriptions of
supplies or services to be acquired.

(2) Determ ne technical requirements and prepare
speci fications and draw ngs.

(3) Determ ne government estinmates of cost.
(4) Conduct preaward surveys.
(5) Becone involved in any aspect of contract

adm ni stration, such as testing, engineering eval uation,
quality, quality assurance, inspection, and acceptance, etc.

(6) Serve as BPA authorized individuals.



(7) Serve as ordering officers.
(8) Serve as CORs.

b. Refer all requests regardi ng nedical acquisition
information to the PRCO. Unauthorized personnel will not
di scuss details of requirenments, production schedul es,
engi neeri ng problens, prices, quantities, delivery schedul es,
or other contracting related matters with contractors or
i ndustry representatives. The practice of unauthorized
personnel contacting contractors or industry representatives
could result in:

(1) Gving a contractor an unfair advantage over other
contractors.

(2) Appearance of favoritismto certain contractors.

(3) Unfairly raising the expectations of the contractor
or creation of the belief that a conm tnment has been made.

(4) Unnecessarily restrictive specifications or
performance requirenents in solicitations.

(5) Unaut horized obligation of funds.
(6) Unfavorable publicity for the Arny.

(7) The Governnment official nmaking the unauthorized
contact receiving disciplinary action for violation of
regul atory and statutory requirenents.

c. When manufacturers or distributors contact activities
to market their products and services, discussions should be
limted to the vendor product capabilities only. Technical
literature, product brochures, and standard price |lists nay be
accepted. The PRCO procurement personnel are the only
personnel authorized to solicit offers and negotiate with
i ndustry.

d. When in discussions with industry representatives at
conferences, sem nars, or workshops, the follow ng statenent
may be used as a precautionary nmeasure to both the individual
and t he audi ence:

"My inquiry or discussion with you as potenti al
contractors or other interested parties is for planning
pur poses only. | amprohibited from providing specific
advance i nformation regarding a proposed contractual action.
| may only relay general information in order to research the
mar ket for the availability of supplies, equipnment, and
services. A contractual obligation on behalf of the Arnmy nay
only be nade by a warranted contracting officer. | cannot
make a commtnment to you, either informally or formally."



e. The PRCO contracting officers may designate a
representative to act in their stead to informally discuss
with contractors/potential contractors acquisition rel ated
matters. Such designations will be made on a case-by-case
basis and in no event will they include authority to execute
or agree to any contract or its nodification.

f. Issues concerning conflict of interest or restrictions
on "selling” to the Arnmy should be referred to the Activity
Staff Judge Advocate, for clarification. When in doubt about
the propriety of a contact, call the PRCO for advice.
Violations will result in subm ssion of a report through
proper channels for adnmi nistrative or even punitive action.
2- 3. PROCUREMENT | NTEGRI TY

a. Definitions.

(1) Conpeting Contractor. A business entity that is
reasonably likely to become a conpetitor or recipient of a
contract under a particular procurenent. It includes any
person acting on behalf of such an entity.

(2) Procurenment Oficial. A mlitary or civilian
enpl oyee who has participated personally and substantially in
any of the following for a particular procurenent.

(a) Drafting a specification or statement of work(SOW .

(b) Review and approval of a specification or SOW

(c) Preparation or devel opment of purchase requests.

(d) Eval uation of bids or proposals.

(e) Negotiations to establish price or ternms and
conditions, or contract nodifications.

(f) Review and approval of the award or nodification.

(3) Proprietary Information. Data prepared or devel oped
by the governnent to conduct a particular procurenent, the
di scl osure of which would jeopardize the integrity or
successful conpletion of the procurenent. Source sel ection
includes but is not limted to:

(a) Bid or proposed prices.

(b) Source sel ection plans.

(c) Technical evaluation plans.

(d) Cost or price analysis of proposals.



(e) Conpetitive wage determ nations.

(f) Rankings of bids, proposals, or conpetitors.

(g) Reports and eval uati ons of source sel ection panels.
(4) Propriety Information:

(a) Information contained in a bid or proposal.

(b) Cost or pricing data.

(c) Any other information submtted to the Governnent by a
contractor and designated as proprietary, in accordance with
| aw or regulation, by the contractor, the head of the agency,
or the contracting officer.

(d) Information that is submtted to the Governnent by
conpeting contractor, and is nmarked as propriety in accordance
with applicable |aw or regulation. Information is proprietary
only if the cover page and each page, or portion thereof, that
contains proprietary information is marked as proprietary.

(e) Proprietary information does not include information
that is otherwi se available without restrictions to the
Governnment, a conpeting contractor, or the public; information
contained in bid docunents followi ng bid openings; that the
contracting officer determ nes to rel ease | AW Federa
Acqui sition Regul ati on.

b. Policy. The procurenent integrity policies were
est abli shed by congress to ensure that governnment contracts
were planned, solicited, awarded and adm nistered in an
i npartial manner. These policies ensure that favoritism and
parochial interests do not influence government purchases.

c. General Prohibitions. The prohibitions of the
Procurement Integrity Act include, but are not limted to the
foll owi ng. These general categories have nunerous sub-el enents
whi ch can be clarified by the contracting office or an ethics
counsel or.

(1) Prohibited conduct by conpeting contractors. During
t he conduct of any procurenent, no conpeting contractor shal
engage in the following with any procurenent official:

(a) Make or discuss any offer of enploynent or business
opportunity.

(b) Offer noney, gratuity or anything of val ue.

(c) Solicit or obtain prior to the award of any contract
any property or source selection information.



(2) Prohibited conduct by procurenent officials:

(a) Solicit, discuss or accept any prom se of future
enpl oynent from a conpeting contractor.

(b) Ask or accept any noney gratuity or other thing of
value froma conpeting contractor.

(c) Disclose proprietary or source selection information
during a procurenent.

(3) During the course of a procurenent, no person who is
gi ven authorized or unauthorized proprietary or source
sel ection information shall disclose such information to any
person ot her than those authorized by the contracting officer.

(4) Post enploynment restrictions of procurenment officials
are generally as foll ows:

(a) Procurenment officials may not participate in any
manner in any negotiation, nodification or extension of a
contract in which they were invol ved.

(b) Participate personally and substantially on behal f of
t he conpeting contractor in the performance of such contract.

2-4. UNAUTHORI ZED COVM TMENTS
a. Definitions.

(1) Ratification. The act of approving an unauthori zed
comm tnment by an official who has the authority to do so.

(2) Unaut horized Comm tnent: An agreement that is not
bi nding to the Governnment solely because the Gover nnent
representative who made it | acked the authority to do so.

b. Ratification of unauthorized commtnents.

(1) Only contracting officers and their authorized
representatives, acting within the scope of their authority,
may enter into contracts on behalf of the government and
obligate the expenditure of appropriated funds. The
contracting officer may not execute contractual docunents for
after-the-fact actions except for properly approved
ratifications.

(2) To protect the relationship with its suppliers, the
DA has adopted procedures to ratify certain unauthorized
comm tments. Personnel should not construe this to nmean
unaut hori zed comm tnents are condoned or acceptabl e.
Unaut hori zed comm tnments are a very serious matter and the
Commander mnust consi der disciplinary action against the



responsi ble individual in every case. Additionally,
ratification is not automatic and personnel responsible for

i nproper purchases may be held personally |iable for expenses
i ncurred.

(3) Unaut horized commtnents nay be ratified only when:

(a) Supplies or services have been provided to and
accepted by the Government, or the Governnent otherw se has
obtained or will obtain a benefit resulting from performance
of the unauthorized comm tnment.

(b) The ratifying official could have granted authority
to enter, or could have entered into, a contractual commtnent
at the time it was nmade and still has the authority to do so.

(c) The resulting contract would ot herwi se have been
proper if made by an appropriate contracting officer.

(d) The contracting officer review ng the unauthorized
comm tnment determnes the price to be fair and reasonabl e.

(e) The contracting officer recommends payment.

(f) Funds are avail able and were available at the tinme
t he unaut hori zed comm t ment was nade.

(4) In order to ratify an unauthorized comm tnent, the
contracting office will need the foll owi ng docunents:

(a) A statement signed by the individual describing the
ci rcunmst ances, why normal procurenment procedures were not
fol |l owed, what bona fide governnent requirenment necessitated
the comm tment, whether any benefit was received, its val ue,
and any other pertinent facts.

(b) An original vendor invoice.

(c) Properly executed DA Form 3953, Purchase Request and
Comm tnent, or DD Form 1348-6, National Stock Number ( NSN)
Requi sition, in the anount of the claim

(d) Properly executed receiving report.

(e) Certification by the RVMD or Certifying official that
funds are available and were available at the tine the
unaut hori zed conmm t nent was made.

(5) If the contracting officer feels that there is
sufficient information to approve the request, an endorsenent
fromthe commander is requested which shoul d:



(a) Verify the accuracy and conpl et eness of the
docunent ati on;

(b) Describe the neasures taken to prevent a recurrence
of unaut horized comm tnments including a description of any
di sciplinary action taken.

(6) Wth the concurrence of the Conmander and approval of
the ratification authority, the PRCOw Il issue a purchase
request to the Finance and Accounting O fice for paynment
pur poses.

2-5. RATI FI CATI ON AUTHORI TY. The authority to approve
ratification actions is as foll ows:

(a) The Head of the Contracting Activity (Comandi ng
General, U S. Arny Medical Command) for anounts exceeding
$100, 000.

(b) The Principal Assistant Responsible for Contracting
(Commander, U.S. Arny Medical Command, Health Care Acquisition
Activity) for amounts of $100, 00 or | ess.

(c) The Chief, PRCO for amounts of $10,000 or |ess.



CHAPTER 3
SI MPLI FI ED ACQUI SI TI ON PROCEDURES AND
OTHER AGENCY CONTRACTS
3-1. GENERAL.

a. Sinplified Acquisition procedures are generally used
on those requests that are |less than $100, 000 or on Federal
Supply Schedule (FSS) i.e., General Services Adm nistration
(GSA) Contracts or Veteran Adm nistration (VA) Contracts.

b. All purchases greater than $2,500 or |ess than
$100, 000 are set-aside for small business unless the set-aside
i s broken because:

(1) Small business prices are not conpetitive.

(2) The suggested source is a sole source.

(3) Enmergency requirenments preclude seeking snal
busi ness sources.

c. A procurenent to a snmall business | ess than $2, 500
does not require conpetition.

d. Procurenments over $2,500 irregardless of business size
requi res conpetition.

e. Itens on FSS contract are not set-aside for smal

business. If a large business FSS contractors price is |ess
than $2,500 and is reasonable, the award will probably be nade
to the suggested source. |If the total dollar value is over

$2,500, then the contracting office shall conduct a cost
conpari son of the requirenment with other FSS contractors.
Award can be made to a large or snall business contractor.

3-2. PURCHASE REQUEST PREPARATI ON.

a. Al requests for the | ocal purchase of supplies,
services and equi pnent will be submtted on a DA Form 3953, DD
Form 1348-6, Traveling Purchase Request or via the Autonmated
TAMM S Interface or the Automated IFICS interface. All
information will be conplete and the request itself properly
executed. Statements of work nust be submitted on a conputer
di sk or by cc:mail to the PRCO Systens Anal yst,

mailto:cl audi 0. casupang@unedd. arny. ml.

b. Document numbers assigned by the customer or
supporting activity nmust be current and Required Delivery Date
(RDD) valid per type of request. |If the contracting office



receives requests in which the RDD has al ready passed, the RDD
will be extended by one, seven or fourteen days based on the
priority. Activities will be notified of the change either
verbally or witten comruni cati on.

c. Definite delivery dates are required. Terns such as
"I nmedi atel y" or "ASAP" are not acceptable. The required
delivery date should allow adequate tinme for procurenent
processi ng and delivery by the contractor.

d. If the procurenment is a true sole source, then the
sol e source justification nmust acconpany the purchase request
forwarded to the contracting office within 24 hours of input
into the IFICS/ TAMM S Item Description File Inport.

3-3. PRIORITI ES AND PROCESSI NG TI MES.

a. The follow ng processing tines are howlong it takes to
process an action fromthe tine of receipt to the tinme of
award. Processing times do not include tine allotted to get
the action to the contracting office nor vendor shipping tine
to the activity.

PRI ORI TY USAGE PROCESSI NG TI ME

03 Save Life or Linb 24 hours
Prevent Undue Suffering or
Di stress

06 Prevent shut down of patient Up to $25, 000
treatment areas or adm nis- 5-7 days
trative requirenents $25, 000- $100, 000

25- 30 days
13 Routine resupply Up to $25, 000 8-15 days

$25, 000- $100, 00 35-40 days

3-4. AUTOVATED TAMM S AND | FI CS | NTERFACES.

a. TAMM S AND | FI CS | NTERFACE aut omat ed requests are
inported into the TAMC SAACONS system by 0800 hours each
wor ki ng day.

b. Custoners are notified via tel ephone/ FAX by 1000 hours
if a description file did not acconpany the request.
Custoners have until 1400 hours to enter an item description
in the SAACONS description file. A PRCO purchasing agent or

specialist will match all descriptions with purchase requests.
If the description is not in the SAACONS file, a cancellation
will be initiated and these requests are cancell ed out of the

system Resubmt your requirenent the next day with a new
docunment nunber and a TAMM S generated description file.



c. Awards are validated and exported by 1600 hours each
work days if sufficient work | oad was processed. Small er
activities are processed every other day.

3-5. DI STRI BUTI ON.

a. Purchase orders for TAMC are distributed to Fi nance,
Logi stics and RMD as needed.

b. Purchase orders for renote |ocations are all sent to
the activities Materiel Branch to make distribution for the
installation. Orders are mailed to custoners or via Federal
Express (where we have been given account perm ssion by the
customer). Custoners utilizing Federal Express need to
establish an account with Federal Express for the Contracting
O fice use.



CHAPTER 4

BLANKET PURCHASE AGREEMENTS AND
DECENTRALI ZED BLANKET PURCHASE AGREEMENTS

4-1. BLANKET PURCHASE AGREEMENTS ( BPASs) .

a. General. A BPA is one of the nmethods used to purchase
supplies. It is a charge account established with qualified
sources of supply, designed to reduce admi nistrative costs.

All calls are initiated on the basis of a valid purchase
request and can only be placed by a purchasi ng agent or

aut hori zed individuals, (ordering officers). The decision to
use a BPA is determ ned by the purchasing agent or authorized
i ndi vi dual s | AW appl i cabl e regul ati ons.

b. Limtations on use. Excessive decentralization of
purchasi ng responsibility is against DoD acquisition policy.
Only the Chief, PRCO can approve the authorization of ordering
of ficers outside the contracting office to place calls agai nst
BPAs. Requiring activities that want to utilize a BPA nust
provide written request to the Chief, PRCO. The justification
must support their assigned nmi ssion and prove that thier
nm ssion 1s adversely affected by lack of immedi ate on-site
contracting support. The ordering officials will usually be
restricted to using BPAs with prepricing established by the
contracting office. They cannot be authorized to place calls
in excess of $2,500.

c. Persons Authorized to Place Calls. Only persons
specifically authorized to place calls can do so. An
aut hori zed individual is designated in witing by the
contracting officer and cannot redel egate his/her authority to
any other person. Authorized individuals outside the
contracting office nust receive instructions on the use and
limtations of their authorization before placing any calls.
Failure to follow instructions will result in term nation of
aut hori zati on.

d. Each individual approved to place calls against a BPA
must prepare a nonthly BPA usage report. The report must be
submtted to the PRCO contracting officer no | ater than the
| ast working day of the nonth. The call records are subject
to inspection at any time and will be inspected at a m ni num
annual | y.



CHAPTER 5
SPECI AL TRANSACTI ONS
5-1. I MPREST FUND. The PRCO does not operate an | nprest Fund.

5-2. LEASES/ RENTALS.

a. The decision to | ease or rent rather than purchase
nmust be made on a case by case basis to determ ne what option
is in the best interest of the Government (See AR 710-2).
Situations in which | eases/rentals are considered prudent are:

(1) Itemis not for sale.

(2) Itemis needed for a one time, short termrequirenment
of 6 nonths or |ess.

(3) Itemwi Il becone obsolete within 1 year due to
substanti al technol ogi cal advancenent.

(4) Leasel/rental can be shown through econom c anal ysis
to be cheaper than purchase.

b. Al purchase requests for |ease/rental nust be
acconmpani ed by a narrative justification for the | ease/rental
and an econom ¢ anal ysis conparing the cost of rental versus
purchase. Analysis will consider all related expenses
(mai nt enance, operating supplies, salvage, etc.) over the life
expectancy of the item Assistance in preparing this docunent
can be obtained by contacting the appropriate conptroller or
fiscal officer. This docunentation nust be approved by the
organi zation's conptroller or fiscal officer before forwarding
t he purchase request to the PRCO

5-3. REG STRATI ON, TUI TI ON, AND EXAM NATI ON FEES.

a. Approved registration, tuition, exam nation fees are
normally paid directly to the individual in conjunction wth
travel orders (DD Form 1610), or to the institution providing
the training by use of DD Form 1556 (Request Authorization,
Agreenent, Certification of Training and Rei mbursenment).

b. When valid justification exists, activities can subnt
a Purchase Request and Conm tnent (DA Form 3953) covering

training requirements. |f approved, a purchase order wll be
issued to the training institution. Paynent to an individual
is not authorized under this nethod. |f advance paynment of

funds is required, this informati on nust be annotated on the
request and forwarded to the contracting office at |east 3
weeks prior to the start date due to Finance and Accounti ng
processi ng requirenents.



5-4. EXAM NATI ONS, EVALUATI ONS, DEMONSTRATI ONS AND LOANS.

a. Activities will not enter into | oans w thout prior
approval of and coordination with the PRCO. If the terms of
t he proposed | oan are acceptable to the Governnent, a written
agreenment will be executed which sets forth the
responsibilities and liabilities of both the vendor and the
Gover nnment .

b. Request for agreenments will be forwarded on a
menorandum with the foll owing i nformation:

(1) Item nonencl ature and serial nunber.

(2) Quantity.
(3) Location where itemw |l be placed.

(4) Period of exami nation (for |ocal approval does not
exceed 30 days).

(5) Nane and tel ephone number of individual in activity
that will be responsible for the item

(6) Nane, address, and phone number of conpany and poi nt
of contact.

(7) Purpose of |oan.

(a) Loans for denpnstrations, exani nations, and
eval uations require adm nistrative approvals set forth in AR
40- 61 whi ch nmust acconpany request.

(b) When conpani es | oan equi pnent as a tenporary
repl acenment during repair of existing equipnment, the need for
the [ oan equipment will be included in the PR&C for the repair
servi ce.

c. Existing Logistics policies apply upon acceptance at
the activity i.e. tenporary handrecei pt procedures, technical
i nspections and certification.

d. Equi pnent, supplies, or services offered to TAMC on a
"no cost" basis will be obtained | AWthe procedures contained
in AR 1-100. For further guidance on this issue contact the
Chi ef, PRCO.

5-5. MEDI CAL BOOKS AND PERI ODI CALS.

a. Requests for professional books, except dictionaries
and medi cal and technical subscriptions for all activities
must be submitted through and nust bear the signature of the
applicable library office. The subm ssion of publication



subscriptions for periods |longer than 1 year is authorized and
encour aged.

b. Library Accountable O ficers will initiate and/ or
approve the above transactions on DA Form 3953. After
approval by the Conmmander or his designee, requests will be

sent through the appropriate fiscal officer to the PRCO

c. Purchase requests for nore than one line itemw || be
conpl eted as foll ows:

(1) Each line item nust have a docunent number. For
recei ving purposes, conbining all publications as one lot is
unaccept abl e.

(2) A conplete title, catal og/publishers nunmber, price
and whether the itemis a tape, magazine, or book nust be
annot ated on the DA Form 3953.

(3) Subscriptions nust annotate a start and end date for
t he subscri ption.

(4) Provide at |east three recomended sources in order
of preference with priority to the governnent contract
provi der.

5-6. GUEST SPEAKERS.

a. Invitational Travel Orders (I1TOs) issued by the
requesting activity is the option of choice. Resource
Managenent is the POC for |TOCs.

b. A guest speaker is an individual who delivers a
| ecture without Governnent supervision, at a specific place,
on a specific date and on a specialized subject.

c. Purchase requests for guest speakers are forwarded
t hrough a Chief, Director of Health Education and Trai ning
(DOHET) to arrive no later than 20 days prior to the date the
speaker is to provide services.

d. The purchase request will provide a breakdown of cost
as follows:

(1) Honorarium (not to exceed a total of $500 per event).
(2) Air travel or m | eage reinbursenent.

(3) Local per diemcosts (hotel, taxi).

(4) O her expenses.

e. After services are received, the requesting activity
will forward an invoice/certificate of performance to Fi nance



and Accounting to be used as a basis for paynment. This
invoice/ certificate of performance should be submtted as a
menorandum with the DD Form 1155, Order for Supplies and
Services to the Finance Ofice.

5-7. EXPERTS, CONSULTANTS, CONTRACT SURGEONS, STUDI ES AND
ANALYSES, NARRATORS, STENOGRAPHERS, AND OTHER SPECI ALI ZED
PERSONAL AND NON- PERSONAL SUPPORT SERVI CES. The acqui sition of
experts, consultants, direct health care providers,

pr of essi onal and nanagenent studi es and anal yses, narrators,
st enographers and ot her specialized personal and non-personal
support services is closely controlled, requiring various

adm ni strative and contracting approvals, and, in nmany cases,
requires the issue of formal contracts. Activities requiring
t hese services should coordinate with the contracting office
wel |l in advance of the requirenment due date.

5-8. CREDIT CARD. The PRCO is currently inplenmenting the
credit card programto TAMC and the Pacific Region. Copies of
the Credit Card SOP and start-up information are avail able
upon request.



CHAPTER 6
FORMAL CONTRACTI NG AND ACQUI SI TI ON PLANNI NG

6-1. ACQUI SI TI ON PLANNI NG.

a. This chapter focuses on requests for supplies or
services that are open market over $100, 000.

(1) Purchase requests, DA Form 3953, nust be conpletely
filled out with proper fund certification, clearances,
revi ews, approvals, and supporting docunentation such as | ease
versus purchase anal ysis, specifications, and sole source
justification.
St atenment of Works (SOWs) nust be submitted on conputer disk
or sent via cc:Mil to the PRCO Systens Anal yst,

(claudio. casupang@nedd. arny. nil) .

(2) The requestor nust indicate a reasonabl e required
delivery date on each purchase request. This date nust
consi der pre-contracting cl earances, reviews and approval s,
|l ead tinmes as enunerated in Appendi x C, and contractor
delivery or phase-in tines.

(3) The sanme individual will not sign as both the
initiating and approval official.

b. Advanced Pl anni ng.

(1) Acquisition planning is not a program exclusive to
the contracting office. Properly fornulated requirenents can
reduce procurenent adm nistrative lead time and elim nate many
contracting problens, while untinmely subni ssion of purchase
requests will jeopardize the continuity of contractual
services or supplies. A contracting officer should be
consulted at the earliest practicable tine to di scuss issues
such as approval s, clearances, SOW, and source sel ection
criteria.

(2) Commanders, staff officer, and health care
adm ni strators shoul d consi der annual contracts for open
mar ket itenms frequently bought under sinplified acquisition
procedures. This nethod of contracting can substantially
reduce acqui sition cost.

(3) The decision to | ease rather than purchase equi pnent
will be made on a case-by-case basis. The requestor nust
coordi nate any | ease request with the RMD. The contracting
office will not act upon a | ease request that has not been
coordinated with RVD in witing.



c. Standard Contracting Lead Tines. Standard contracting
lead tinme is the nunber of days between the receipt of a
purchase request and necessary docunents in the PRCO and the
date a contract is awarded. These lead tines reflect only the
time required for the contracting portion of the acquisition
process. Additional tinme must be allocated for, but not
l[imted to, the follow ng: processing through |ocal and Mj or
Command ( MACOM) approval channels, |ogistics, resource
managenent, contractor phase-in and delivery and acceptance.
The standard contracting |ead tinmes enunerated in Appendix C
are presented for planning purposes. The actual tine
necessary to conduct a given procurement will be affected by
factors such as adequacy/ conplexity of the statenent of work,
extent of conpetition, technical review, and extent of
negoti ati ons.

d. Return of Purchase Requests and Cut-off Dates.

(1) Responsive contracting support will be provided | AW
standard lead tinmes. Requirenents which cannot be processed
due to lack of vital information cannot be held indefinitely
wi t hout action. Purchase requests w thout basic vital
information will be returned after an attenpt by the PRCO to
obtain the mssing information fails.

(2) Purchase requests that do not allow the necessary
|l ead tines for conpletion will be accepted by the PRCO. These
actions will be processed in turn with no assurance that the
resulting contract will be awarded by the requested delivery
date. Purchase requests requiring 4th quarter obligations
whi ch are received without sufficient lead tinme will not be
processed without prior approval of the Chief of Staff and the
Chi ef, PRCO.

6-2. COWPETI TI ON AND OTHER THAN FULL AND OPEN COWMPETI TI ON.
a. Policy.

(1) Section 2304, Title 10, United States Code (10 USC
2304) requires contracting officers to pronote and provide
full and open conpetition when soliciting offers and awardi ng
contracts. Contracting without providing for full and open
conpetition or full and open conpetition after exclusion of
sources is a violation of statute unless one of the limted
exceptions apply.

(2) Contracting without providing for full and open
conpetition shall not be justified on the basis of:

(a) a lack of advance planning by the requiring activity
or;

(b) concerns related to the anount of funds avail abl e
(e.g., funds will expire).



b. Specifications. Requesting activities must specify
needs in a manner designed to pronote full and open
conpetition. Inclusion of restrictive provisions or conditions
are permtted only to the extent necessary to satisfy the
m ni mum needs of the agency, or as authorized by law. In
ordi nary | anguage, this neans:

(1) Describe the product or service in functional or
performance ternms as nmuch as possible. Unnecessarily
restrictive specifications nost conmonly result when
requesting activities copy a potential contractor's
specification sheet. This practice should be avoi ded.

(2) "Brand Nanme or Equal" buys should only be used when
time does not permt the requesting activity to devel op
functional or performance specifications. If used, all brand
name nodels that will neet the requirenment should be included
with the purchase request. Any additional requirenents
(salient characteristics) necessary to identify the
Governnment's needs should al so be included.

(3) Features or capacities of a product that have val ue
to the Governnment but are not required to neet "m ni nmuni
needs, should not be required. Consideration for such desired
features or capabilities nmay be included in the selection of
the winning offeror. If circunstances warrant this approach,
contact the PRCO for assistance in devel opnent of the
requirenment.

c. Exceptions. Certain statutory authorities permt
contracting without providing for full and open conpetition.
Even though circunstances nay permt restricted conpetition,
the contracting officer nmust solicit fromas many potenti al
sources as i s practicable.

(1) Only one responsi ble source and no other supplies or
services wll satisfy agency requirenents.

(2) Unusual and conpelling urgency.

(3) Industrial nmobilization; or engineering, devel opnental,
or research capability.

(4) International agreenent.

(5) Authorized or required by statute.
(6) National security.

(7) Public interest.

d. Application.



(1) The nost frequently used exceptions to full and open
conpetition are:

(a) only one responsi ble source (sole source),
(b) unusual and conpelling urgency,
(c) authorized or required by statute.

(2) Those circunstances which permt other than full and
open conpetition when authorized or required by statute are
normal |y for those supplies or services where the selection of
the contractor is directed by statute.

(3) Technical and requirenments personnel nust provide and
certify as accurate and conplete data to support their
recomendati on for other than full and open conpetition. This
certification requirenment includes supporting the need for
unusual and conpel ling urgency.

(4) Chapter 2 discusses the mninmumdata to be certified as
accurate and conplete, to be furnished by the requesting
activity.

(e) Certification thresholds for accuracy and
conpl eteness are as foll ows:

Cont ract Anmpunt Certification by (or higher)
Over $100, 000. 00 Maj or (O4, or civilian equival ent
Over $500, 000. 00 Col onel (06), or civilian equivalent

6-3. UNSOLI CI TED PROPOSALS.

a. Definition. "Unsolicited proposal” means a witten
proposal that is submtted to an agency on the initiative of
the submtter for the purpose of obtaining a contract with the
Governnment and which is not in response to a formal or
i nformal request (other than an agency request constituting a
publicized general statenent of needs). (Federal Acquisition
Regul ation (FAR) 15.501) Advertising material, conmerci al
product offers, contributions, and technical correspondence
are not, of thenselves, unsolicited proposals.

b. Policy. Agencies may not award a contract based on an
unsolicited proposal w thout providing for full and open
conpetition unl ess appropriate authority exists in FAR subpart
6. 3.

c. Coordinating Ofice. The PRCO has been designhated as
the coordinating office for unsolicited proposals relating to
medi cal supplies, equipnent and services for TAMC, its
tenants, and the Sout heast region. (Health Services Command



Acqui sition Instructions)

d. Contact Point. The Deputy, PRCO is designated the
contact point to coordinate the recei pt and handling of
unsolicited proposals.

e. Safeguards. Unsolicited proposals may contain
extrenely sensitive information and shall be handl ed
accordingly. When nmaterial is received that purports to be, or
is believed to be, an unsolicited proposal, the individual
receiving the material shall immediately take steps to
saf equard the material. If the material was opened for
identification, it shall be re-sealed. Al material received
shall be immediately delivered to the contact point in the
coordinating office for disposition. The contents of the
material will not be reproduced or discussed with anyone,
except as directed by the coordinating office.

f. Advance Gui dance. Organi zations nmay expend extensive
effort in preparing a proper unsolicited proposal. Such effort
is usually costly and requires subm ssion of proprietary data.
Any organi zati onal representative offering or suggesting
subm ssion of an unsolicited offer shall be encouraged to nake
prelimnary contact with the point of contact at the
coordi nating office.



APPENDI X A
STANDARD CONTRACTI NG LEAD TI MES

TYPE OF ACTI ON CALENDAR DAYS
TO PROCESS

1. SI MPLI FI ED PURCHASE PROCEDURES
Less than $2,500 and GSA/ VA orders

within the maxi mum order limtation. 10
From $2,500 to $5, 000 15
From $5, 000 to $25, 000 20

2. SUPPLI ES AND EQUI PMENT NOT AVAI LABLE UNDER
FSS CONTRACTS.

More than $25, 000 but

| ess than $500, 000 90 - 120
$500, 000 or nore 120 - 180
Exerci se of Options 60

3. SERVI CES.
More than $25, 0000 but

| ess than $500, 000 120 - 150
$500, 000 or nore 150 - 210
Exerci se of Options 60

4. DI RECT HEALTH CARE PROVI DER PROGRAM

More than $25, 000 but
| ess t han $500, 000 120 - 180

$500, 000 or nore 150 - 240

Exerci se of Options 60



